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References 
 

• Use only documents as references that have a direct bearing on the subject of the directive (Per 
SECNAV M-5216.5) and that will significantly facilitate the understanding of a directive (OPNAVINST 
5215.17).   

 

• Please keep references to a minimum.  Avoid unnecessary or complicated references (SECNAV M-
5216.5). 

 

• Documents that are in the hands of addresses, or easily accessible, shall be listed in the reference 
line(s) (OPNAVINST 5215.17).  Avoid NOTAL references. 

 

• When not easily accessible, or not distributed to all addressees, indicate “(NOTAL)” for 'Not to All.’ 

 

• All references must be current and listed alphabetically (a through z) in the order in which they are 
cited individually within the text of the directives cover letter. 

 

• Each reference must be cited within the text of the directives cover letter and in the order they are 
listed in the reference section. 
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• At least two lines of the “Purpose” paragraph must be on page 1 of all Navy directives.  If there are too 

many references to allow this, continue with the references in an enclosure (normally enclosure (1)). 

 

• If there are more than 26 references, continue the identification with (aa), (ab), etc. 

 

• Any document that is being canceled or previously has been canceled, or any draft documents, can 
not be used as a reference.  References must be considered current and in effect! 

 

• When a directive is referenced, the information should be adequate to ensure accurate identification. 

 

• “Series,” “latest edition,” etc. are not allowed when identifying references; must cite the current version. 

 

• The reference(s) of a directive do not become obsolete merely because a revision has been issued, 
and no change to a directive will be issued merely to update such a reference. 
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If more than one 
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first word on the 
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Citation of References 
• Refer to SECNAV M-5216.5, chapter 7, paragraph 9d ( subparagraphs (1) through (18)) from pages 7-

6 to 7-10 for correct citations.   

Navy Instructions 

• A Navy instruction requires (a) the SNDL short title combined with the term “INST” and (b) the SSIC 

with the consecutive number and, if any, a revision letter.   

EXAMPLES: 

SECNAVINST 1120.1A 

OPNAVINST 1750.5A 

NAVSUPINST 7510.1 

• If referencing a large instruction/manual/publication/etc., do not call out the chapter, section, or 

paragraph in the reference line.  Instead, identify them when using the reference in the text of the 

directive.  For example, “ . . . per reference (a), chapter 2, paragraph 6a . . .” 
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Citation of References 
 

Navy Notices 

 

 

 

 

 

 

 

 

 

NOTE:  SECNAV/OPNAV directives use 4-digit years since they are permanent Federal 
records.  For the example above, “ . . . of 21 May 2008 (Canc:  May 2009)” 
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Citation of References 

 
Navy Publications 
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Citation of References 
Navy Memos and Letters 

  
• Per OPNAVINST 5215.17, avoid referencing memos and letters because they are considered short-term 

documents. 
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Citation of References 
 

Department of Defense Instructions, Directives and Publications 

14-MAY-2014 Navy Directives References and Enclosures 10 



References and Enclosures 

Citation of References 

 
Federal Regulations 
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Citation of References 

 

Executive Orders 
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Citation of References 

 

Chairman, Joint Chiefs of Staff Instructions and Manuals 

 

The Chairman, Joint Chiefs of Staff instructions and manuals are cited similar to Navy instructions:  short 

title “CJCS” followed immediately with term “I” or “M” and then the instruction/manual number and 

consecutive number and, if any, a revision letter  

Example: 

CJCSI 1001.01A 

CJCSM 3150.13C 
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Verification of References 
• It is the responsibility of the sponsor/originator to have in hand all references of the Navy directives in which they are responsible.  

• To verify currency of references, go to the appropriate official source. For example, all SECNAV and OPNAV directives are listed on 

the DONI Web site.  For NAVAIR directives, go to the NAVAIR Directives Web site, etc. 

• A list of DoD and Navy issuances Web sites are located under "Links" on the DONI Web site. 

http://doni.documentservices.dla.mil/links.aspx 
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Enclosure Standards 
 

• All enclosures must be identified in the enclosure section exactly as the title appears on the 

actual enclosure. 

 

• Sentence case, not all capitals, in the enclosure section. 

   

• As with references, all enclosures must be first cited in the cover letter of the directives. 

 

• Must be listed numerically in the order in which they are cited within the text of the directive 

cover letter. 

 

• All enclosures must be legible and reproducible (this includes all graphs, charts, tables). 

 

• Per SECNAV M-5216.5, enclosing an existing document as an enclosure is not allowed. 
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Enclosure Standards 

• Never list an item in both the enclosure line and reference line of the same directive. 

 

• Forms cannot be enclosures to directives unless they are complicated to complete and a 

completed sample is needed (per SECNAV M-5213.1). 

 

• Enclosures to a directive are part of the directive.  When the directive is cancelled, the 

enclosure(s) is(are) normally cancelled as well. 

 

• Enclosures to change transmittals are not marked as “Enclosure (1)” etc., since they bear 

the marking of the directive  being changed.  Although actions for removing obsolete or 

superseded pages, and for inserting pages, are included in a change transmittal, the pages 

are not labeled as enclosures to the transmittal. 
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Formatting Enclosures 

 

• The title of the enclosure within the body of the instruction should be always in all upper case 

letters and underlined, centered on the top of the first page of the enclosure.  For example: 

 

DEFINITIONS AND PROCEDURES 

 

• Whenever possible, enclosures should follow the same format and outline as the directive cover 

letter 

– Margins:  header, top, bottom, left and right are 1”; footer margins are 0.5 inch. 

– Font:  Courier New, font size 12 

– Outline per figure 7-8 of SECNAV M-5216.5 

 

• As with directive cover letters, do not include page number on page 1 of enclosures. 
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Formatting Enclosures 
 

• Unlike memos and letters, the enclosure identification (“Enclosure (1)”)  must be on EVERY 
page in the footer of an enclosure, flushed to the right margin. 

 

• Unlike memos and letters, the page numbers of enclosures are on the same line as the 
enclosure identification: 

 
 2 Enclosure (1) 

 

• DO NOT include returns after the enclosure identification (i.e., “Enclosure (1)) in the footer.  
It causes the enclosure identification to be above the .5 inch margin. 

 

• When the text of an enclosure runs landscape on the page, the enclosure identification may 
be made to run parallel to the text, and if so, will be placed in the lower right margin of the 
footer and no return (slide 22). 
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Header 

margin  

1 inch 

Footer 

margin 

0.5 inch 

Title in 

all caps and 

underlined 

The page number of 
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centered and on the 

same line as the 

enclosure 

identification 

No page 

number on the 

first page of 

the enclosure 

Top, bottom, 

right, and left 

margins are 

1 inch 

Enclosure identification 

is flushed to the right 

margin of the footer and 

no return 

Courier New 

Font 12 
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When the text runs 

landscape on the page, the 
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may be made to run parallel 

to the text, and if so, will be 

placed in the lower right 
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return. 
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Change Transmittal 
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Changed 

pages are not 
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change 

transmittal 
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REFERENCE   

SCENARIOS 
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Enclosures 

 

 

 

ENCLOSURE 

SCENARIOS 
 

14-MAY-2014 Navy Directives References and Enclosures 29 



Enclosures 

14-MAY-2014 Navy Directives References and Enclosures 30 



Enclosures 

14-MAY-2014 Navy Directives References and Enclosures 31 



Enclosures 

14-MAY-2014 Navy Directives References and Enclosures 32 



Enclosures 

14-MAY-2014 Navy Directives References and Enclosures 33 


